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1. Contracting with the County



CONTRACTING WITH THE 
COUNTY

ÅThe County Ethics Code sets out limitations for
County Employees and their immediate family
members in contracting with the County

Å Immediate Family Members Sec. 2- 11.1(b)(9)

ÅSpouse/domestic partner
ÅParents/stepparents
ÅChildren/stepchildren
ÅDoesnõt include brothers and sisters



üSellingproductsor servicesto the Countythrough
a businessownedby a Countyemployeeor by an
immediatefamilymemberof the employee.

üObtaining any benefit from the County that
requiresapplicationandcontract. (Grants)

üIncludescontracting as a Section 8 Landlord or
applyingfor HousingAssistanceProgramswith the
County.

What does it mean?



May a County employee or immediate
family member contract with the County?

A County employee or immediate family member may  
contract with the County if: 

ürequiredvendorprocessesarefollowed

üthe contractisnot with theŜƳǇƭƻȅŜŜΩǎdepartment

üneither the employee nor the immediate family
memberadministersor overseesthe contract

üthe employeedoesnot lobbyfor the contract

üanEthicsOpinionisobtainedin advance

üthe employee files an annual Outside Employment
Statementif he or sheis the contractor



What about Housing Assistance?
Sec.2-11.1(c)(5)(5)

A County employee or his or her immediate family
member may apply for housing assistanceprograms
administeredby the Countyif the employeeor his or her
immediatefamilymember:
üiseligiblefor the assistance

üthe employee or his or her immediate family
member does not work in the Division that
administers the program for the entire period of
time that housingassistanceis received

üobtainsanopinionfrom EthicsCommission



Examples of County Housing 
Programs

Section 8 Programs

Housing Choice Voucher (HCV)

Project-Based Voucher (PBV)

Veterans Affair Supportive Voucher (VASH)

Moderate Rehabilitation

Substantial Rehabilitation

Shelter Plus Care (S+C)

Other Rental (not Section 8 related) and Mortgage 
Programs

Public Housing Rental

Emergency Relief Rental Assistance program

Tenant-Based Rental Assistance (TBRA-maximum 2years)

Home-ownership Second Mortgages

Home-owner Rehabilitation Program

Home-owner Beautification Program



2. Outside Employment



Permission First

üCounty employees must first obtain permission
to engage in outside employment from their
department director.

üThe Department Director may grant or deny the
outside employment request, even if the outside
employment request does not otherwise conflict
with Countyemployment.

üEmployees should contact their ÄÅÐÁÒÔÍÅÎÔȭÓ
personnel representative.



Request for Outside Employment
Through eParSystem

  

Step  Action  

 

 

  
  
  

  

  

1.  Click the Main Menu button.  

  

2.  Click the Self Service menu.  

  

3.  Click the MDC Outside Employment menu.  

  

 



Description of County Job & 
Proposed Outside Employment 

Step  Action  

 

9.  Enter the desired information into the Job Responsibilities field.   

10.  Enter the desired information into the Company field.   

11.  Enter the desired information into the Job Title field.  

12.  Enter the desired information into the Responsibilities field.  

13.  Enter the desired information into the Location field.   

14.  Enter the desired information into the Work Schedule field.  

15.  Enter the desired information into the Weekly hours field.   

16.  Click the Employer will release you if you are needed by the County? Click Yes or No  

17.  Click the Org. Type list.  

18.  Click the Company or organization that is not a County vendor. list item.  

19.  Click the I affirm that the information I have provided is true and I pledge option.  

20.  Click the SUBMIT  button.  

21.  End of Procedure.  

 



Ethics Commission 
Opinions re: Conflicting Employment

üSection2-11.1 (j) of the EthicsCodeprohibits
County employees from engaging in outside
employment that would impair his or her
άƛƴŘŜǇŜƴŘŜƴŎŜof judgmentin the performance
of his or her public ŘǳǘƛŜǎέor otherwise
constituteconflictingoutsideemployment.



Outside Employment: 
Types of Activities Considered

Paid Employment

üWorking for  any person, firm, 
corporation or entity, including a non -
profit entity. 

üWorking as an independent contractor.

üWorking as an agent (for example, 
insurance agent).

Business Owned by County Employee

ü Self- employed.

üOperating a business,  whether or not it 
is incorporated or is making money. 



Internet Sales
üRunning a web-based business, regardless 

of whether the employee generates any 
income.

Rental Properties 
üOwnership of 3 or more rental units, unless

a management company is hired to manage 
the units for the owner.

OUTSIDE EMPLOYMENT: 
Types of Activities Considered



OUTSIDE EMPLOYMENT: 
Types of Activities Considered

Providing services to a business owned 

by an immediate family member

üImmediate family member : spouse,
domestic partner, parents, stepparents,
children and stepchildren .

üHelping to run the business, whether paid
or unpaid .

üIncludes bookkeeping legal services,
marketing services, servicing clients,
among others .



Board Membership (For-Profit Corporations)

üCompensatedboardmembership
üUncompensatedboard membership if the

employee is actively involved in the
managementof the organization

IƻǿŜǾŜǊΧ

Board Membership (Non-Profit Corporations)
üUncompensated service on a non-profit
ŜƴǘƛǘȅΩǎboard is not considered outside
employment.

OUTSIDE EMPLOYMENT: 
Types of Activities Considered



Outside Employment:
Prohibitions

üNo use of County time, resources or
equipment.

üNodisclosureof confidentialinformation.

üNorepresentingprivateemployer,company,or
clientsbeforethe County.

üNo use of County position to secure special
benefitsfor yourself,youremployer,or clients.



Outside Employment: 
Case Study 

Mr. Smith is a County employee who engagesin
outside employment as an insuranceagent. He is
paid on a commissionbasis. Hewants to take every
opportunity hecanto sell insurancepoliciesandearn
a commission,so during his workday at the County
he speaks with his fellow employees about the
policieshe sells. Hehasaccessin hisCountyposition
to confidentialcustomerandemployeelists. Heuses
them to sell insurancepoliciesby sendingmarketing
emailsto the peopleon the list.



Outside Employment: Case Study 

Does Mr. {ƳƛǘƘΩǎoutside employment constitute a
prohibitedconflictof interest?

Yes. 

üMr. Smith is selling insuranceduring his County work
hours,andhe isusinghisCountyemail.

üMr. Smith is using confidential County customer and
employee lists to sell insurancepolicies for personal
profit.

üMr. {ƳƛǘƘΩǎdesire to sell insurancepolicies to County
employeesand customersplaceshis personalinterests
in conflictwith hisCountyjob responsibilities.



Source of Outside Employment 
Income Statement

üSection2-11.1(k)(2) of the EthicsCoderequiresall
County employees engaged in any outside
employment to file, under oath, an annual report
indicating:

üThesourceof the outsideemployment.

üThenatureof the work beingdone.

üAny amount or types of money or other
considerationreceived by the employee from
the outsideemployment.

üReportsshallbe filed by noonon July1st of each
yearwith the Supervisorof Elections.



3. Financial Disclosure and 
Source of Income Statements


